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A Proposed Method of Cataloging, Classifying, Processing 
and Shelving for Audio-Visual Materials. 
Statement of Problem 
The problem of this Plan B Term Paper for Education 489 is 
to present a proposed method of cataloging, classifying, processing 
and shefving for audio-visual materials in a public school audio-
visual center. 
Scope 
This paper will consider only materials usually defined as 
audio-visual materials. 
Utilization of audio-visual materials will not be considered 
as a part of the problem of this paper nor will methods of cataloging, 
shelving, processing, and classifying materials in conjunction with 
the school book material library be included. The method proposed 
is generally for schools confined to one building or campus and 
having a centrally located audio-visual center. 
Definition of Terms 
1. Audio-Visual Materials 
a. 16 mm motion picture films 
b. filmstrips and slides 
c. maps and globes 
d. sound recordings 
e. charts and graphs 
f. picture sets 
-1-
(sound and silent) 
(sound and silent) 
(disc and magnetic) 
-2-
2 . Audio-Visual Center 
Office or department in charge of purchasing, distributing, 
storing and maintenance of audio-visual materials and equipment. 
3. Cataloging 
To make a list; to register; a list of names or titles of 
audio-visual materials arranged methodically in alphabetical 
order according to title, author or subject ·and also includ:mg 
descriptive details for each item. 
4 . Classifying 
A means of assigning identification numbers and letters 
to audio-visual materials for purposes of identification, 
cataloging, circulation and storage . 
5 . Shelving 
A means of conveniently storing audio-visual materials on 
shelves, in drawers, in cabinets, etc . , in order that they 
mi3ht be readily access ib l e for distribution. 
6. Circulat;ion 
Circulation is the process of making audio-visual materials 
av~ ilable to administrators, faculty, students and other users 
of these materials . 
7. Processing 
This .is the physical preparation of audio-visual materials 
prior to shelving and circulation . This involves assigning 
call numbers, placing call numbers on the materials, writing 
descriptions for the catalog, adding the descriptions to the 
catalog, and arranging for shelving of the material . 
Method and Treatment of Data 
Books, periodicals, theses and resource people will be re-
viewed and interviewed to collect materials and information concerning 
existing and recommended methods of cataloging, classifying, processing 
and shelving of audio-visual materials. Consideration will also be 
made of methods which are now in use in existing audio-visual centers. 
After these various methods have been surveyed and discussed, 
this paper will attempt to outline a proposed method which satisfies 
the statement of the problem . 
., 
Chapter II 
THE AUDIO-VISUAL CENTER IN PUBLIC SCHOOLS 
Our Changing Schools. A philosopher has said in effect that 
everything is in a state of constant change; or one cannot step into 
the same river twice. This statement made so long ago is still true 
today, especially when applied to public education. 
The primitive one-room school house of the American frontier, a 
symbol ~f rural independence and laissez-faire planning, has been 
replaced by consolidated rural schools or by large urban schools. 
The modern-day schools have almost all of the children of all 
of the people to educate, not just a select few children of economically 
independent people. 
The school enrollment of modern America includes all types of 
students--the self-motivated, the self-reliant, the highly purposed, 
the bright, the dull--or a cross-section of the American population 
enrolled in the same schools for a theoretical common purpose, self-
betterment. 
It would then logically follow that the school curriculum has 
also been in a state of change. It is no longer a narrowly prescribed 
college or professional-preparatory course. It has become a curriculum 
that must provide for the diversified needs of our youth and prepare 
them for their future roles as desirable citizens of a highly complex 
and bewildering society. Because of its technological nature, this 
society provides expanding opportunities for the properly prepared 
citizen, and at the same time, is closing the door of opportunity 
-3-
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to the untrained citizen. 
The teacher of the one-room frontier school at most had 
received one year of training beyond high school, if any. Today!s 
teacher has four or five years beyond high school and must be in 
possession of psychological, as well as subject-matter skill. He must 
understand child growth and development and provide motivation as well 
as being a guidance counselor and a person able to cope with the demands 
of a changing, growing, curriculum. It is the responsiblity of the 
modern teacher to provide the proper learning experiences needed by 
the students if they are to understand their local, national and 
world surroundings. 
The task of the school, through the teacher, is to form a line 
of communication between the student and his environment . l 
Audio-Visual Materials as a Means of Communication . For many 
years communication was largely by word of mouth and by books . Then 
came the advent of newspapers, magazines, radio, the motion picture, 
and within the last two decades, communication techniques are being changed 
once again by another method, telecasting . 
In addition to these methods, many of today's schools have dis-
covered that through proper usage, motion pictures with sound, silent 
motion pictures, sound recordings (disc and magnetic tape), filmstrips, 
slides, charts and graphs, bulletin boards, and maps and globes can be 
effective avenues to learning because of their attention-focusing 
1Wittich and Schuller, Audio-Visual Materials,(New York: Harper, 
1957), pp. 1-6. 
-5-
ability. 
Organizing Audio-Visual Materials. These materials must be 
carefully organized in a program of audio-visual education so that 
they are available to teachers at the time they are needed and with 
a minimum of difficulty to the teachers in acquiring these DJ8terials. 
Teaching materials scattered in a state of chaos throughout the 
various corners and closets of the schools with no organization or 
classification, obviously cannot become effective tools of communication 
for teachers in today's schools. An ever ready, up-to-date supply of 
these materials is a task requiring professional skill and the 
cooperation of all school personnel, but is for the most part a function 
of the audio-visual center under the direction of the audio-visual 
supervisor. 
One of the many functions of a centralized audio-visual center 
is to "Catalog and process all materials so that teachers and pupils 
2 know what resources are available in each field." 
2 
Margaret Rufsvold, Audio-Visual School Library Service, (Chicago: 
American Libaray Assn., 1949), p. 8, ' 
Chapter III 
METHODS USED FOR 
CATALOGING, CI.ASSIFYING, PROCESSING AND SHELVING 
AUDIO-VISUAL MATERIALS 
Types of Catalogs 
Two types of basic cataloging systems now in general use are 
the card catalog and the list catalog. 
When the card type catalog is used, appropriate housing for the 
cards must be available. A suitable method of housing may be either 
steel or wooden cabinets such as those used in most book material 
libraries. 
The list type catalog is usually in notebook form and a copy is 
usually available to each teacher. 
Card Catalog 
A set of descriptive cards for each type of audio-visual material 
available in the audio-visual center is to be made for this type of 
catalog. The cards are usually filed alphabetically according to title 
and then again under subject headings and author. This catalog 
is usually cross-referenced but not as extensively as is a catalog for 
a book material library. 
Each card usually contains complete data concerning its respective 
audio-visual material, for example; running time, number of frames, 
number of pictures in a set, size, producer and date, and information 




In order that a user of the catalog may easily identi~y the 
material needed, such as film, filmstrip, slide or pictures, the cards 
may be color-coded, for example: red cards for films, yellow cards for 
filmstrips. Another acceptable method for identifying these cards sometimes 
3,4 
used is separate drawers for each type of audio-visual material. 
The card catalog has the advantage of allowing for expansion of 
the audio-visual materials library without changing the basic structure 
of the catalog or constantly revising it. Also the ease of cross-refer-
encing should be considered. Card catalogs are kept up to date by simply 
adding the right number of cards for each new title of materials as the 
size of the library increases. And of course, the reverse process is 
true for the subtraction of worn-out or out-dated materials. 
Since it is almost impossible to place card catalogs in every 
room of the school or school system, the teachers do have to go to 
the audio-visual center where the card catalog would be located in order 
to discover what materials are available to them. References are not 
available in each classroom although title lists could also be 
distributed to the teachers as a supplement to the card catalog. 
Ericson gives the six following elements as important in the 
process of preparing card catalogs. 
1. Adaption of a standard format, with all physical properties, 
such as size, running time, number of slides in a set, being 
added by clerical assistants. 
31bid., pp. 56-57. 
4 
Carlton Ericson, Administering Audio-Visual Services, (New York: 
Macmillan Co., 1959), pp. 180-194. 
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2. Use of Library of Congress cards or other cards as made 
available by producers, where available and serviceable. 
3. Use of mimeograph or regular printing processes according 
to local conditions. 
4. Utilization of preview and evaluation reports from teacher 
selection groups that will provide items of information for 
inunediate transfer to cards. 
5. Establishment of a color-coding system for materials. 
6. Establishment of a standard cross-reference code for the 
director or the professional assistant to use in preparing 
the cross-referencing schedule for each card, depending upon 
the nature and content of the title . 5 
List Catalog 
As in the card catalog the list catalog usually lists all 
available materials by title and subject and also presents a brief 
summary of the content of the material along with information concerning 
running time, frames, number of pictures, size, producer and date, and 
relationships of unit, course grade and supplementary materials 
available. 
The major difference is the physical form of the catalog; the 
list catalog being in notebook form, magazine form, or book form. 
This type of cataloging can be kept up to date by printing or 
mimeographing supplementary lists and periodically releasing them. The 
catalog can be general in subject areas and descriptions and specific in 
its classification system as in the card catalog. 
This system may also be color-coded such as a red section for films, 
a yellow section for filmstrips, etc . 
5
rb id . , p • 18 7 . 
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Ericson states that list catalogs which are helpful and con-
vienent to use should be as follows: 
1. An attractive, consistent format thr_oughout. The director 
should see to it that cover paper and design are appropriate 
and that the bindings will withstand hard usage. 
2. An adaquate introductory section detailing the specified 
ordering procedure and the policies under which service is 
given. 
3. A topic index that is as functional for teachers as is 
possible. 
4. A classification section where individual titles of materials 
properly coded as to type, are listed under each of the topics 
selected. 
5. One or more sections of color-coded paper giving descriptions 
of content of each title in alphabetical order.6 
This method of cataloging gives the teachers and other users the 
advantage of having a means of reference to all available audio-visual 
materials at their disposal at all times. This can eliminate the 
number of times they must journey to the audio-visual center for 
reference purposes. 
The list catalog may also be easily divided into necessary 
grade-level subdivisions such as secondary school science, junior high 
mathematics or elementary school music. 
A distinct disadvantage of this system is that to up-date the 
catalog, a new catalog must be printed or supplementary lists must be 
periodically printed and released to the teachers. Both of these under-
takings can involve a considerable amount of time and money. Also 
materials which are no longer available in the collection cannot be 
6rbid., Ericson, p. 187. 
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deleted from this catalog without reprinting it . 
Cross-referencing. is not as easy for the audio-visua 1 center 
using this system as it is in the card catalog system . 
Methods Used For 
Classifying Audio-Visual Materials 
School audio-visual centers may employ many different systems 
of classifying audio-visual materials . Examples of some of these 
include the Cutter Expansive system, the Dewey Decimal system, 
accession list numbers, or many forms of arbitrary schemes for classi-
fication . The Dew~y Decimal system is easily adapted to films as it 
is the method used by Educational Film Guide and Filmstrip Guide . 
These systems all have their merits and will serve the purposes 
for which they are intended in a book materials library and as Margaret 
Rufsvold states in regard to audio-visual materials collections: 
In libraries where teachers and pupils make their own 
choice via the card catalog and do not have access to the 
materials collection there seems to be no valid reason for 
.subject or Dewey classification . 7 
In audio-visual centers which are separate from the school book 
material library, an arbitrary system of classification fitting the 
needs of the individual center is usually the most appropriate~ Following 
this method of classification the staff will assign an arbitrary 
identification number to each item in the center along with a letter or 
combination of letters to designate the type of material . An example 
of this is "M" for motion picture film and "F" for ff1mstrip . The 
7Rufsvold, op . cit . , p . 55 . 
-ll-
combination of the letter and the number then forms the call 
number for the material in the card catalog or the list catalog and 
is also written on the material itself as a means of indentification. 
Thus the call number for a motion picture film might be M4-l or M4-2. 
Processing 
In the cataloging and classification process, after each material 
has been assigned an identification or call number, a main entry card 
is made for it and filed alphabetically; usually the title card is 
the main entry card in a library of this nature. Others as needed 
are made and filed. These would be cards for subjects, series, and 
8 
authors or editors. 
In the list catalog after each material has been assigned an 
identification or call number, the materials are simply listed alpha-
betically according to title and subject area or any other heading 
desired. A complete description of the materials is also given in the 
list catalog. This is done in much the same manner as descriptions are 
listed for materials in the c8rd catalog. 
Simple abbreviations may be used on the cards in the card 
catalog or in the list catalog such as those used by Educational Film 
Guide and Filmstrip Guide. These are as follows: 
b&w black & white p primary (K-3) 
dfr double frame el elementary (4-6) 
fr frame jh junior high (7-9) 
n.d. no date sh senior high (10-12) 
rev revised c college 
8 
W. Sunborn, "Someone Has To Mind The Store," Audio-Visual 
Instruction, Dec. 1960, p. 328. 
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sd sound ad adult9 
serv. eh. service charge 
si. silent 
It is recommended that each subject card in the card catalog and 
in each listing in the list catalog contain the following information. 
1. A brief synopsis of content, coverage and usefulness. 
2. Data of p~ysical characteristics of materials listed. 
3. Producer and date of production. 
4. Grade level and date of production. 
5. Notes of how subject is treated: animation, narration, if 
10 
actors are children or adults, unusual photography, etc. , 
9Filmstrip Guide, Edited by Josephine S. Antonini, (New York: 
Wilson Co., 1955-1958 supplement to 1954 ed., 1958). 
lOEricson, op. cit., p. 193. 
Chapter IV 
A PROPOSED METHOD OF 
CATALOGING, CIASSIFYING, PROCESSING AND SHELVING 
FOR AUDIO-VISUAL MATERIALS 
The Type of Catalog 
The catalog proposed by this paper is the card catalog. This 
catalog is proposed because of the ease of keeping it up to date by 
simply adding the cards of new materials in the proper place and also 
because of the ease of cross-referencing materials in a catalog of this 
type. 
This catalog would be color-coded as stated earlier in the paper 
and would be housed in a standard library unit designed for this purpose. 
Directions for using the catalog would be placed nearby, preferably on 
top of the catalog unit. The directions would include such information 
about the color-coding system, abbreviations, call numbers and check-
out procedures as is needed to facilitate the use of the catalog in 
order to locate desired materials. 
In addition to this card catalog, this paper proposed that lists 
of new materials acquired by the audio-visual center be released 
periodically to teachers so that they might have an accurate, up-to-date 
list of materials on hand in their rooms at all times. By using sup-
plementary lists kept in a loose-leaf notebook, teachers would not be 
forced to journey to the audio-visual center each time they are in need 
of some specific material or information on a material. Each teacher 
need receive only the lists relative to his subject-matter areas and 
grade levels. This would eliminate the sending of information to a 
-13-
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teacher having no use for this material. (in regard to subject matter 
and grade level) 
Method of Classification 
The proposed method of classification is the method of assigning 
arbitrary identification numbers to each item in the audio-visual 
materials collection, with a letter or letters to designate the type 
of material. This combination of letters and numbers will then form 
the call number to be used in cataloging and in identifying any chosen 
item in the collection. 
Method of Processing Materials 
Films. To process 16 mm motion picture films assign an iden-
tification number to each film in the collection. In front of the 
number place the letter "M" denoting motion picture film, followed by 
a number, such as "4" denoting a four hundred foot reel, "6" denoting 
a six hundred foot reel, "8" denoting an eight hundred foot reel, etc. 
Thus, a call number composed of M4-l would identify motion picture film--
four hundred foot reel--number one. 
By assigning ca-11 numbers for films in this manner all four 
hundred foot reels will be stored on one or more racks of the same 
size, as will the six hundred foot reels, the eight hundred foot, the 
thousand foot reels, etc. 
Each series of call numbers, for example, M4, M6, and M8, would 
begin with the number "l" as an identification number. It would then, 
therefore, be possible to have repetition of like numbers in different 
-15-
series. In the same collection these call numbers could all be found: 
M4-l, M6-l, M8-1, Ml0-1 and Ml2-l. This would make possible the addition 
of new prints to the collection, regardless of size, in simple numerical 
order. 
The title of the film is entered as the main entry card along with 
other entries as needed for subject, author, series and any other needed 
items. 
Other necessary information should be included on the main entry 
card such as synopsis, physical characteristics of material, grade level, 
publisher and date of publication. 
To assign subject. headings such cataloging devices as Minnie . 
Sear's List of Subject Headings or Educational Film Guide may be used. 
The producer's catalog will provide information concerning content, 
physical characteristics, grade level and date. 
All necessary information is then typed on colored stock, as is 
predetermined for films, and filed in the card catalog alphabetically. 
Films are stored on shelves with partitions especially designed 
to house films. These films will be stored according to the size of 
the reel in addition to call number. Four hundred foot reels will be on 
appropriate size shelves and the same for each of the other sizes of 
film reels. 
A charging and booking file card for each motion picture film 
would be kept at the charging desk. As each film is checked out for 
usage, its card would be dated and placed in the "out section" of the 
file .11 








Sample Classified Subject Cards for 
Motion Picture Filmsl2 
Leather Work. Brandon, 1940 
10 min., sd., b&w, jh•sh-c-ad 
Demonstrates the making of a coin and 
key purse---cutting the pattern, trans-
ferring it to the. leather, modeling, 
attaching metal pieces, etc. 
1. Leather work 
Making Indian Moccasins. Assn. Films, 1950 
17 min., sd., b~w, el-jh-sh-
The making of moccasins from the 
selection of the hide to the first fitting, 
as demonstrated by Ben Hunt. 
1. Leather work 2. Indian crafts 
12
content of descriptions adapted from: Educational Film Guide, 
Edited by Frederic Krahn,(New York: Wilson Co., llth·ed., 1953}, p. 770. 
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Sample General Subject Index Cards 
For Motion Picture Films 
Leather work 
1. Leather Work M4-l 
Indian crafts 
1. Making Indian Moccasin~ M6-l 
also see leather wotk 
-18-
Filmstrips. To construct a call number for filmstrips assign 
an identification number to each filmstrip and place before it an "F" 
denoting filmstrip for a filmstrip having no sound track, for example, 
F-1. Filmstrips with an accompanying sound track will have a prefix 
of FS. A sample call number for a filmstrip of this kind is FS-1. 
If the filmstrip is accompanied by a disc recording or a 
magnetic tape recording, this would also be noted on the catalog card of 
the filmstrip. The title of the recordings will be cataloged the same 
as that of the filmstrips to which they belong. The recordings will 
be cataloged and classified the same as other recordings. 
The cataloging and classifying process for filmstrips is the 
same procedure as for films. The pertinent information is typed on 
colored stock (different color than other audio-visual materials) and 
filed in the card catalog alphabetically. 
The same system for charging and booking used for motion picture 
films will be used for filmstrips. 
The filmstrips would be housed in a special cabinet having drawers 
with partitions in them. The filmstrips would be placed in the cabinets 
in order of the call number. 
Recordings for sound filmstrips are stored with other recordings 
but in some situations it may be desirable to store sound filmstrips 
separately from other filmstrips and also to store the recordings with 
the sound filmstrips. 
-19-






For Economic Progress. McGraw-Hill, 1957 
47 fr., si., b&w, jh-sh-c-ad-
Presents work of Economics and Social 
Council in the stimulating and coordinating 
the broad U. N. program in economics. 





For Better Driving. Alis Chalmers, 1954 
50 fr. , sd., b&w, jh-sh-c-ad-
Photographs and art work. 
Demonstrates the installation and 
maintenance of V belt drives. 
1. V belts 2. Drives 
(see For Better Driving under disc 
recordings). 
13 Filmstrip Guide, op. cit. 
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Slides. Slides, like films and filmstrips,are to be given a 
classification or identification number which is to be preceded by 
the letters "SL" denoting slide; for example, SL-1 and SL-2. Each in-
dividual slide regardless of whether it is a part of a set on -not is 
to be given an individual number. All of the slides in a set would 
be listed on one catalog card under the name or title of the set. 
The call number of each slide should be lettered in ink on each slide 
for easy identification and the slide would be stored in a special 
filing cabinet designed for this purpose and with the slides arranged 
in the cabinet according to call numbers. 
The same processing procedure would be used for sound or silent 
slides. The call number of the recordings used with the sound slides 
would be entered on the main entry card of the slide. 
Charging and booking processes for slides are the same as those 
to be used for previously mentioned materials. 
Disc and Magnetic Tape Recordings. After assigning an identification 
number to each recording not in an album and to each album, add a prefix 
letter to designate the type of material. Place a "D" in front of each 
disc recording number and a "T" in front of each magnetic tape recording. 
Examples are T-1 and D-1 as call numbers for these recordings. The 
call number would be placed on each recording in ink in a uniform 
location and also on the record and the box containing the tape. 
Information contained on the main entry card would include call 
numbers, title, artist, producer, date, speed (r.p.m. for disc recordings 
and i.p.s. for magnetic tape recordings) and number of sides or tracks 
of the recordings. 
-21-
The disc recordings would be stored vertically in racks or 
specially constructed shelves. Tapes need not be stored vertically 
but can be if storage facilities allow. Both types of recordings 
would be shelved in the order of their call numbers. 
Charging and booking procedures would be the same as for other 




Sample Classified Subjecl4cards For Disc Recordings 
Characteristics of a Good Teacher. n.d. 
Educational Record Service, by A. S. Baer, 
2 sides, 33 1/3 rpm,-c-
1. Teaching 2. Education 
14content of description adapted from: Audio-Visual Center, 
Eastern Illinois University Audio-Visual Materials Catalog, (Charleston: 













Sample Classified Subject Card 
For Disc Recordings 
(continued) 
Great Poets of English Literature, EBF 
National Council of Teachers of English, 
2 sides each, 78 rpm, hs-c-
1. Brownings, The 
2. Bryron, Lord George 
3. Coleridge, Samuel T. 
4. Shelly, Percy Bysshe 
5. Tennyson, Lord Alfred 
1. Literature, English 
Sample Author Card 
For Disc RecordinglS 
Benet, Stephen Vincent. 
The Undefended Border; narrated by Raymond 
Massey. (New York: American Co~ncil on 
Education, Recordings Divison, 3-0900 A,B, 
n.d.). 
2 sides, 16", 33 1/3 rpm. (Cavalcade of 
America) 
1. Massey, Raymond, narrator 2. U. S. 
Defense Series 








Sample Classified Subject Cards 
For Tape Recordingsl6 
What The Greeks Gave Us. 
University of Illinois, n. d., 7 1/2 ips, 
jh-sh-
Learning To Know Birds By Their Song. 
by Aretas Saunders, National Audubon 
Society, n.d., 7 1/2 ips, jh-sh-c-
1. Birds 2. National Audubon Society 
16content of description adapted from: Audio-Visual Center, 
E stern Illinois University, op. cit., pp. 1-2. 
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Maps and Charts. An identification number would be arbitrarily 
assigned to each map and to each chart and then a prefix letter would 
be added in front of the number to identify the type of material. Thus 
the call number for a map might be MA-1 and the ea 11 number of a chart 
might be CH-1. The title of the specific map or chart would be the main 
entry and the same general procedure as was used for previously mentioned 
materials would be used. Any series or set of maps or charts would be 
identified individually with call numbers in succession and would have 
all of the call numbers of one set entered on one card under the title 
of the set or series. 
Materials of this type may be mounted by using a "wet mount" 
process on cloth or on a commerically prepared cloth material by using 
a dry mount press. The latter is more desirable because of the speed 
of mounting the materials and the lack of inconvenience that is encountered 
in the "wet mount" process. Either method of mounting will greatly 
add to the durability of these materials. 
Folded maps and charts would be stored in file cabinets or 
in drawers. Maps and charts on rollers would be stored in closets, 
drawers or,most ideally,on map racks. 
The charging and booking process is basically identical to that 







Sample Entry Cards 
For Maps and Chartsl7 
Southeast Asia and Pacific Islands from 
the Indies and the Phillippines to the 
Solomons. (Washington: National Geographic 
Society, 1944) 
26 1/2" x 41 1/2", Scale l"-126. Mercator. 
1. Asia, Southeast 
3. Pacific Islands 
Would be same as above 
2. East Indies 
4. Phillippines 
17c f d · · d ontent o escription a apted from: Rufsvold, op. cit., p. 65 
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Flat Pictures. Pictures of this kind would be kept in the 
files or collection of each individual teacher so that he or she can 
acculumate a more comprehensive collection, as well as one being more 
related to any given grade level or subject area. The staff of the 
audio-visual center will usually be too involved in other duties to 
afford time to select pictures, cut them from magazines or other sources, 
and mount them. The staff should, however, be available to mount the 
pictures selected by teachers or to help the teachers learn the tech-
niques involved in doing so. 
There will be some pictures that should be kept in the materials 
collection of the audio-visual center. These will include some pictures 
and picture sets that have been commerically prepared and will be of 
interest to many teachers in one subject area and grade level or to 
many teachers in different subject areas and grade levels. In this 
case the pictures will be kept in the audio-visual center. 
An identification number for each picture is used preceded by 
a letter to identify the type of material, for example, FP-1. The same 
processing is done for flat pic~ures as was mentioned for the previous 
materials. 
S...t:orage for these pictures would preferably be alphabetically 
in file cabinets. 
Charging and booking would be the same as is used for maps and 





Sample Entry Cards 
For Flat Pictures 
Bird in Space, Henry Moore 
8 1/2" x 11 1/2", b&w 




SUMMARY, CONCLUSIONS AND RECOMMENDATIONS 
Summary 
In summarizing it needs to be re-emphasized that the sole 
purpose. for the existence of an audio-visual program of education in 
a public school is to supply the teachers with tools capable of helping 
the teachers form a line of communication between the students and their 
environment. 
The method of cataloging, classifying, processing and shelving 
of audio-visual materials as proposed by this paper is not designed 
and constructed for any particular school system but is presented as 
a guide for organizing audio-visual materials so that public schools 
might be served according to their needs. 
Conclusions 
The following are conclusions made from the text of this paper . 
1 . Audio-visual materials and equipment can help the teacher 
form a line of communication between the pupil and his environment . 
2. To be completely effective in serving the teachers as tools 
of communication, these materials should be a part of an organized 
program of audio-visual education. 
3. Audio-visual materials as a part of an audio-visual program 
should have a plan of cataloging, classification, processing and shelving 
in order to be most effective materials . 
4. The projected program should be organized to fit the needs 
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of the school or schools they will s~~ve. 
6. Individual schools will vary as greatly in their needs as 
do the individual persons whom the schools serve. Audio-visual centers, 
therefore, should be flexible enough to provide for the needs of the 
pupils and teachers, while at the same time they should also be 
compatible with the organization of the other administrative areas 
of the school and the school system. 
Recommendations 
1. This paper recommends that most public schools adopt a 
program of audio-visual education. 
2. This paper recommends that the services of either a full-time 
or a part-time person, qualified as an audio-visual supervisor, be acquired 
for every school. 
3. This paper recommends that the audio-visual supervisor organize 
the school audio-visual program in such a manner as to best serve the 
needs of the school. 
4. Finally, this p~per recommends that some method of cataloging, 
classifying, processing and shelving for audio-visual materials, such 
as the one proposed by this paper, be adapted for use in organizing the 
audio-visual program. 
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